POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
Assoc VC for Clinical Finance
Class Code:
0A05
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

Manage activities of the Clinical Programs relating to portfolio accounting and performance measurement, including operational management of investment managers/funds, custodians, and automated data processing systems.  Measure and analyze performance of pools and/or funds and make appropriate recommendations for optimal work flow.
Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Manage and coordinate accounting for all portfolios managed by Clinical Finance; verify and document investment decisions in accordance with applicable policies; ensure investment activity is recorded appropriately to permit accurate measurement for investment performance.

Supervise activities of the portfolio accounting staff; review settlement transaction reports to ensure appropriate designation of funds; review and verify reconciliations balancing Clinical Finance portfolio accounting records to custodian and outside managers’ records; ensure timely, efficient and accurate interface between Clinical Finance portfolio accounting system and the organization.

Create guidelines and maintain operational development programs for portfolio accounting that produce accurate and meaningful data, analyses and recommendations.  Develop new systems to ensure efficient work flow; enhance and maintain integrity of computer-based systems to ensure adequate reporting capabilities.

Perform complex analysis requested on ad hoc basis.

Establish and maintain interface with various money managers and custodians in accordance with Clinical Programs policies and procedures.  

Monitor externally and internally managed portfolios for comparison to investment performance objectives and asset allocation guidelines; report results to appropriate Clinical Finance personnel.

Participate in activities with external auditors during annual audit or other engagements.

Supervise various personnel functions including, but not limited to, hiring, performance appraisals, promotions, transfers, disciplinary actions and leave time.  Perform other related duties incidental to the work described herein.

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

Ability to Follow Oral Instruction, Read and Write

High School, GED or formal educational equivalent

Baccalaureate Degree, Major: BA/BS from an accredited institution preferably in Human Resource Management or related field.
Advanced Degree, Type/Major: Masters preferred
Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
Work Experience, (Length of Time, General and Directly Related):   5-7 years experience in employee benefits with a minimum of 2 years serving in a financial/data capacity.  
Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.

I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



